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APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTIANT OF AR e oF STATE

RECORDS MAMAGEMENT DIVISION

INSTRUCTIONS: See Publication No, 76—RM-=1 for instructions on completing this form. Forward signed original to
Deparitment of Archives and History, Records Manzgement Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Saction, _ _ v
FOR AGENCY USE 1. Agency Address . FOR AECORDS MANAGEMENT USE
ication D Lo | Application N

Application Date - Department Of Education L .{ Application Number
February 26, 1976 Division of Planning and Development - 7‘9"" Cl‘7
Application Numbar _ Eropr;l_etary School Standards Unit ﬁz’t_‘,e Recaived Date Complated |
4170-002 Room 7312, 12. Mitchell St., Atlanta, Ga. 12 1978 [MAR 26 1576
2. Person to Contact - : Working Title Telephcne Number
William L. Trussell, S ' Supervisor, Proprietary School Standards 656-2538

3. Action Requested
2. % Estab#sn Retention Schedule record will continue to accumulate.

b. D Dispose ‘of present accumulanon no further accumulation antlmpated 0 .
¢. 3 Amend Appiication No. Chack One: [ Change: [ Supercdde: 3 Void -
4. Datos of Serias U 5. Records Series Title (followed by title used in office, if different)
Earliest Latest
1972 [ to_date PROPRIETARY SCHOOLS ADMINISTRATIVE FILES
8. Division and Office Function What is the function of the Dmsnon and the Office :n whlch thns record senes |s created
o zoks foot’: - ol ¢ wokdrrur L0 T E RN 483 .SJkl L0 narly
rapifgaor loorrn carpreXen el 0d e Sp coarl o I gpons OJ toianiy g 1:' AT

The D1v151om of Rlanning andx Development provides-administrative’ fsupport for. bhe Offlcefof
Adelt. and Vocational Education in areas of comprehensive planning, s&curing federal Voca- d
tional funds, overseeing the proprietary school program, monltering vocational fiscal affairs,
coordinating vocational facility construction, approv1ng local 'system requests for vocational

equipment purchases, and evaluatlon of applicants' qualifications for vocational teaching
certificates. ‘ , g I Y

The Proprietary Schedl Standards Unit regulates the esteblishtﬁent and operation of certain
proprietary schools as provided by the Georgia Proprietary School Act (32-2301B).

7. Record 3eries Description This file contsins the foitowlng documents finclude form numbers and titles, if any):
Attach samples of the flie .

- T TR R I LI R S O Y e N AT AT ) e T el v
- Documents refating.to: | Enrolling o spéecific-criteria Schools ‘as Préprietary Schools.s: Vid £

" iIncluded are: Narrative Summary, Reapplication Form for Certiflcate of Approval of a Proprietary
School, Part 1(DE Form 0364); Application for Certificate of Approval, Part IJ,
Exhibit A- Personnél Data Inventory(DE Form 0369); Appl1cat10n for Certificate

of Approval,Part II, Exh1b1t E~ Program of Instruction Outline; Proprietary School
Bond (DE Form 0187); Compliance Report; school catalogues; veterans information;
copy of enrollment agreement; information on the policies and procedures of the

¥ gchool, including placement service; and financial statement,

[ . . B B -~ - - R L D

" File is arranged: Alphabetlcally by school. IR

8, Monthly Referenca Rate How often are records referred to which are:
One to six months &ld l*”__..__' Seven to twaive months old ___%4__ - : Thirteen to twenty-four monthsold __ &4
twenty-five months and older __0Q 7 ‘ .

L

9. Annual Rata of Accumulation of Rogords =1 ©
Letter-sizo drawers 1 ___; Leqgat-size drawers ___________: Shelves

: Other (epocify)

AR-B0~T1; Rav, 78 : . . {Ovar)




R

YES | NO | 10. Questionnaire  {(Place an “*X’" in the proper coclumn} , !
X a. Is this the official copy of the series? e ) e
If not, where is it? * il J")
X b. Does the series contain confidential information requiring security handling? - If yes, cite law or re'gulation‘ .
] X 1| c. Isthisa vital record? .
X d..Does this series have historical or ldng termresearch value?
8, When-one or two documents in the file make it necessary to keep the entire file for a Iong perlod,,could these
i X documents be'scheduled separatelv?
X f. s zhe |nformat|on oon(amed in this series gver nublisied? If ves aftach’ ccpv. ."‘- .
Rl X g. Is the mformatlon ontained in this' series ever analyzed and/or recorded |n % 5ummar|zed report? e
If ves, attach copy, Fny Wt Too s - o ' {
X | h. is there a duplication of this series in yd‘ur-office, Of in anbther office or~'agency?'3° A
If ves _where? !
X i s thls series {or 3 mamr gortion of it} reqularw rmcrof:[med"
X L_Does the record series result in a computer printout? ! '
11. Retention Requirements ’ The following requires the series to be kept:
- a. Stata Law ' .0 years, d.. Audit period : Q years,
b. Statute of limitation 0 years. e, Administrative need 3 years.
c. Federal faw o 0 years, - £, Federal retention instructions 0 ___Yyears.
Attach copy or excert of laws or regulations, 'Expiain adMinisthative heed: (0 T TN Hinn og
This file is needed to assist the State Department of Educatiom if the school closes
and requests permission to, reopen at a later date, to help determine school compliance
with .the Proprietary School -Act, -and: to) assist-withrany-type .investigatiol as’ desired .
by otherr state agencies. P PP A R N T I T L T L
12. Approved Di;pos:t:on Instrutmons , - This agency recommgnds that the, file series be cut off-at the end. of each Sgarpnr Y oantl
T oan® AU A pTee e RNPNSE 4] ‘CalendarYear; 3 Flscaleear s OrOther 2T v Fean®te o ag’ tethen, N0
' e T ooy o oggat - M E g g T Fan T o g0 e r:.?. o b nene e oot o i

KX Hoid in the current files area .._month(s} 2 year(sl then LR
O Transfer to tocal holding area; hold __________vear(s): then - :

CJs Transfer toState Records:Center; hold =" Fd: "o year(shithen®™ + g ! nd o 28 Tde’ 8 » w0 an!

0 Destroy, .° "77 =% = " Tgn v et opaf o e v o ytun oo n nlanden v Bt e e
EX Transfer to State Archives for permanent retention,

I Other {Specify)

The Archives hag,determined that these,records have historical.gyesearch value.
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tep e decte Tet e’ By gec v oen o dar o oTe onthnioagt Tandon
Thesa instructions apply to all prior and future accumulations of ‘the series. -
. {
Agenz Headll}%s:gp{e (Stgﬁ_afure[} Pate Records Management Oﬂrcer {Slgnarwe} Dare
- - Y A 7 { !
State Records Commmee érgnature} Date
Recommendations in par ) . | ‘
¥ . N ! Al :
graph 12 are approved, State Auditor/Designee \k\ m\ N \\(\ m -
X i \2a O - —
(If disepproved, artach letter % T A w } = 9 = F] !' ‘
of explanation, T . j - - ‘71 -
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